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ASSI STANT FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsi ble adm nistrative and
supervisory fire departnent position, the primry duties of
whi ch are assisting the Fire Chief in planning, organizing, and
overseeing all operations of the fire departnent on one shift.

The enpl oyee in this class supervises all subordi nate depart ment
enpl oyees and assigned fire departnment equipnment, as well as
perforns the duties of the Fire Chief in the Chief's absence.

The Assistant Fire Chief oversees an enpl oyee training program
provides for the production and maintenance of departnent
records and reports, and assists with the financial managenment
of the departnment. The enpl oyee of this cl ass works i ndependentl|y,
di scussing work i n a general way, reportingto and havi ng work revi ewed
by the Fire Chief. This class ranks directly bel owthat of Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Manages al |l department operations on an assigned shift. Assists
with setting goals, objectives, and policies for the departnent
or an assigned function or division by recomendi ng changes for

consideration by the Fire Chief. Assists in planning and
organi zi ng departnment operations having to do with equipnment,
apparatus, and personnel. Keeps informed on nodern fire
fighting and adm nistrative nethods. Studies new | aws,
regul ati ons, ordinances and court rulings relating to fire
departnment operations. Recommends changes in departnment
operations which wll help the city inmprove |SO ratings.

Participates in the research and planning for progranms and
activities of the departnment. Conducts inspections and eval uates
the effectiveness of operations of the departnent, recomendi ng
appropriate action to correct or inprove problem areas.
Researches the best nethods of handling specific tasks and sees
that such jobs are either contracted for or assigned to
qual i fied departnent personnel. Monitors and evaluates |oca
conditions which may becone fire or safety hazards.

Supervi ses subordinate fire department enployees by assigning
wor k schedul es, assigning work or duty areas and approving
| eave. | nspects personnel appearance and their assigned
equi pnment . Hol ds neetings with fire departnment personnel for
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t he purpose of receiving reports, dissem nating information and
del egating authority for the nore effective operation of the
depart nment. Di scusses enpl oyees work performance with the
appropri ate persons, counseling those who are experienci ng work
probl ens. Resol ves enpl oyee conpl ai nts and gri evances. Mai ntai ns
di sci pline by pronoting peace and harnony within the departnent,
counseling or recomrending disciplinary action against
subor di nates as necessary. Participates in the devel opnent of a
personnel recruitnment and sel ecti on program interview ng prospective
enpl oyees and reconmendi ng persons to hire.

Assists in the developnent of a training program for the
departnment. Evaluates training needs of the departnent and
recomends outside training to neet these needs when necessary.
Personal |y conducts training in the classroom Trains personnel
by conducting drills and evolutions. Conducts training in areas
such as basic firefighting; hydraulics; punmp operations; driving
fire equi pment; nozzle and hose handling; breathing apparatus;

rescue; forcible entry; |adders; fire streanms; ventilation;
sal vage and over haul ; pre-fire planning; safety; inspection; and
investigation. Trains subordinate personnel in areas of

energency nedical services including first aid and CPR
| nstructs personnel in the operation of firefighting apparatus,
tool s, and equi pnent.

Responds to or del egates authority over al arns or emergency cal | s.
Directs activities and supervi ses the fire conpany at the scene of a
fire or other energency, perform ng duti es such as size-up, forcible
entry, ventil ation, nozzl e and hose handl i ng, punp operati ons, use of
wat er supplies, protection of exposures, salvage and over haul
operati ons, and rescue operati ons. Supervi ses or personally acts as
part of the fire attack team Secures the fire scene to protect
evi dence of suspected arson and assi sts arson i nvesti gati on per sonnel
as necessary. Directs first aid, CPRand enmergency nedi cal service
operations at the energency scene. Parti ci pates i n handli ng energenci es
i nvol ving hazardous naterials. Takes charge of all safety
procedures at the scene of a fire or an enmergency. Provides for
t he needs of firefighting and emergency personnel at the scene
of an emergency. Acts as a coordinator between fire personnel
and | aw enforcenent personnel at the scene of an energency.
Mai ntains fire ground comruni cati ons.

Supervises the enforcenent of fire prevention codes, such as
safety regulations for public assenblies, the handling and
storage of conbustible materials, and use of flammable |iquids
and expl osives. Collects information for pre-fire planning and
becomes famliar with all area features which mght becone
i nportant in an enmergency. |Inspects or directs the inspection of
bui l di ngs to determ ne the existence of potential fire hazards.

| nvestigates the cause, origin and circunstance of fires.
Provides for the security of the fire scene to prevent damage or
renmoval of evidence. Testifies in court when required.

CO 01-18-11



AFC page 3 of 4

Assists in the managenment of financial matters, accounting for
the nmoney and assets of the entire departnent. Aut hori zes
expenditure of funds, as needed for departnent equi pnment and
suppl i es, keepi ng such purchases with in the established budget.

Meets with sales representatives to review products. Recomrends
maj or purchases for the approval of the Fire Chief. Assists with
t he preparati on of a departnental budget by gathering, conpiling, and
organi zi ng i nformati on needed to prepare and submt the entire budget.
Manages t he accounting for the noney and assets of a function or
divisionwi thinthe departnment as direct by the Fire Chief. Wites
requests for grants or other special fundstoaidinthe operation of
the fire service.

Supervi ses t he preparati on and mai ntenance of all records and reports
for the department or divisions within the departnent. Reviews
departnment records, determ nes record content, and i nspects systens and
facilities for keeping such. Personally prepares and conpl etes
departnment forns, records and reports, such as LFIRSreports, payroll
records and all forms required to docunent the operation of the
departnment. Conpil es and anal yzes data. Wites lettersinresponseto
witten or oral requests or to address t he needs of the fire depart nent
as directed. Wites specifications for newfire departnent equi pnent
and prepares specifications for public bids as directed.

Partici pates and oversees the care and mai nt enance of depart ment
firefighting apparatus and equi pnent, vehicles, communications
equi pnent, and other specialized equipnent and property.
Directs the testing of equipnent for assurance that equipnent
meets all applicable federal, state, and |ocal standards.
Arranges for repairs and mai ntenance of departnment facilities,
equi pnent, or operating systens, or assigns such to qualified
departnment personnel. | nspects equi pnent, property, or
operating systens to verify that repairs were properly
acconplished. Directs the mai ntenance of inventory, the ordering
and di sbursement of supplies and equi pnment.

Enhances t he public i mage of t he departnment by coordi nati ng public
rel ated speci al projects or the work of the departnment, rel easing
i nformation and gi ving assi stancew threl ated federal, state, and
| ocal agencies. Participatesinconferences, conventi ons and ot her
educational neetings. Inforns the public about fire departnent work by
means of tal ks, denonstrations, or distribution of literature.
Rel eases informati on and answers questions concerning the work
of the departnent or any related areas of energency services by
organi zing and conducting tours of the fire departnent
facilities or acting as departnent representative to the news
media. Acts as a consultant for volunteer fire departnments in
surroundi ng areas.

Performs any rel ated duties assigned.
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QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be nmet by the filing deadline for application for adm ssion to
the exam nati on.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exani nation, the selection and
adm nistration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid driver’s license.
Must be a regular and permanent enployee in the class of

Firefighter/ Operator or at least five (5) years imediately
precedi ng closing date for application to the board.
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